
ONLINE ANNUAL LOCAL 

EVALUATION REPORT 

(ALERT) 



Online Annual Local Evaluation Report Template 

(ALERT) 

 Facilitates consistent reporting statewide 

 

 Affords opportunity to report information unique to each 

program 

 

Must be completed for each center / site within each grant 

 

Official email notification with instructions and submission 

deadline will be sent from VDOE in early summer 

 

 



Online Annual Local Evaluation Report 

Template (ALERT) 

 

 

New: Complete ALERT directly through CREP Survey 

Management System (SMS) 

 

 Survey is located at www.crepsurveys.net/Survey/ 

 

 

 

 

http://www.crepsurveys.net/Survey/


Online Annual Local Evaluation Report 

Template (ALERT) 

Both your username and 
password are case 
sensitive 

 

Password:  Max 10 
characters and no spaces 

 

 If you changed your 
password please contact 
Margie Stevens as soon as 
possible. 

 



Online Annual Local Evaluation Report 

Template (ALERT) 

A new window will 

open to your CREP 

Data Collector 

homepage 

 

Click on Submit 

Observation Data 



Online Annual Local Evaluation Report 

(ALERT) 

Select the name that 

corresponds with your 

site’s name 

 

Remember:  

Complete a separate 

ALERT for each site 

• Make sure all active 

sites are listed 



Online Annual Local Evaluation Report 

Template (ALERT) 

 

Click on Select            

to complete the     

ALERT 



Online Annual Local Evaluation Report 

Template (ALERT) 

Click on the 

calendar icon 

Select the date 

ALERT was 

completed 

OR write out date 

 June 3, 2014 

NOT 6/3/2014 

NOT in future 

 



Online Annual Local Evaluation Report 

Template (ALERT) 

Enter text into       

fields 

• Click check boxes 

to select responses 

Form expands with 

questions related to 

selected responses                                                                                          



Online Annual Local Evaluation Report 

Template (ALERT) 

For security reasons, 
your session may time 
out 

 

Print a paper copy as a 
back up 

 

Save as draft to return 
to it later 

1. Click on Save as 
Draft 



Online Annual Local Evaluation Report 

Template (ALERT) 

2. You will be 

prompted to enter 

your email address.  

Click OK to continue. 



Online Annual Local Evaluation Report  

Template (ALERT) 

3. Enter your email 

address.   

 

4.  Then click Save as 

Draft again 



Online Annual Local Evaluation Report  

Template (ALERT) 

 

5.  You will get another 

message telling you 

that you will need the 

“draft number” that you 

are about to receive on 

the next page in order 

to access your work. 

 



Online Annual Local Evaluation Report  

Template (ALERT) 

• 5. Write down the 

DRAFT number. 

 

• You will need this 

number again to 

access your draft. 



Online Annual Local Evaluation Report  

Template (ALERT) 

• You will receive an 

email with your draft 

number in it and a link 

back to the survey. 



Online Annual Local Evaluation Report  

Template (ALERT) 

Opening a previously 

saved draft 

 

1. You will log in with 

your user name and 

password like the first 

time.    

2. Click on Submit 

data with a draft 

number 



Online Annual Local Evaluation Report  

Template (ALERT) 

Opening a previously 

saved draft 

 

Enter your draft 

number*  

 

*If you saved your work 

multiple times, you must 

use the last draft 

number. 



Online Annual Local Evaluation Report  

Template (ALERT) 

When you are ready to 

submit your report 

 

1. Click Preview to 

review your responses 

 

 

2. If you are satisfied, 

click Submit 

1 

2 



Online Annual Local Evaluation Report  

Template (ALERT) 

If you have made an 

error… 

 

Click on Back to make 

corrections. 

 

1 

1 



Online Annual Local Evaluation Report  

Template (ALERT) 

After all corrections are 

made… 

 

 

 Then click on Preview 

again (You can’t submit 

until you have previewed 

again.) 



Online Annual Local Evaluation Report  

Template (ALERT) 

If everything was correct 

you can then Submit  

 

 



Online Annual Local Evaluation Report  

Template (ALERT) 

Once you submit,  

you will not be able to 

make any changes to 

your submission. 

 

Enter your email 

address.  Your 

confirmation number 

will be sent to this 

address. 

 



Online Annual Local Evaluation Report  

Template (ALERT) 

 If you have another 

site associated with 

the grant 

1. Click on Home 

 

  

2. Select the next site 

from the list 

1 

2 



Online Annual Local Evaluation Report  

Template (ALERT) 

To view your 
completed report after 
submission 

 

• Download and follow 
“Annual Local 
Evaluation Report 
Template 
Instructions” from the 
CREP data collector 
home page 



Requesting Assistance (ALERT) 

 

 Suggestions/Bug Reports:  
Received anonymously by 

system administrator (unless 

you would like to provide your 

contact information) 

 

 If you realize after you submitted 

your data that you made a 

mistake and need to make a 

change please call me ASAP.  

Please do not start over. 



Technical Questions 

 

Margie Stevens 

CREP, University of Memphis 

mpetrwsk@memphis.edu 

(901) 678-3073 

CREP Toll-free:  (866) 670-6147 

 

 

mailto:mpetrwsk@memphis.edu

